al eleven PM, 


this evening 


tomorrow afternoon 


this weekend 


next week 
next year 


forms negative sentences in the present continuous tense 
with not: be verb + not + verb -ing 


Q Are you meeting Amy now? 

Q Is Scott working in his office now? 
Q Is Sunmin taking a break now? 

Q Is the computer working now? 

Q Are they going on a business trip 


now? 
Q Are we signing the contxagh"ight not. I am meeting Julie now. 
now? A No, he’s not. He’s working in John’s 
office. 
A No, she isn’t. She is typing areport 
now 
ANbo, it’s not. The repairman is fixing it 
now. 
going 
Damar tam not writing 


g a report noW.home now. report now 


‘---7%¥-No, we aren’t. We are negotiating 
2 John is talking on the phonggiigNonew. 


3 They are going to the airport now. 


4 We are riding on the bus right now. 


5 Sunmin is taking a brea! URES ENGLISH 


1 What is John doing now? 


2 What is Sunmin doing now? 


3 What is Scott doing now? 


~~ Minst; 
A little. Why are you asking? 
I have some work for you? 


you busy this week? 


Well, I’m meeting a client all afternoon. 

What about to tomorrow? What are you doing then? 
I’m going to the Incheon office then. 

Okay. Are you busy on Friday? 


No, I’m not. I'm not doing anything then. 


typing a report Tuesday doing nothing 


preparing a presentation ‘tomorrow morning staying in the office 


listening to alecture this evening available 


Western Business 
Culture 


1 and informal language. In Western business 
culture, you should 

always use formal language. It is rude or impolite to use informal 
language. Here are some examples: 


Amy: Who are you meeting now? 
in: A client 


The formal expressions above use complete sentences. The 
informal sentences do NOT use complete sentences. In business 
situations, you should always use complete sentences. Giving 
short answers like “Going to a meeting" or “A client" is VERY 
rude to people you do not know. Between friends, it is okay. BUT. 

when possible, in business situations, avoid incomplete 
sentences. 80, give long answers with a subject, verb, and object 
in any business situation. That is both polite and correct English. 


--I'm talking on the telephon: 
--Meeting a friend. 
--Sending an email. 


--They are taking a taxi right’ 
This weekend. 


He’s using the computer n 


-We’re eating lunch soon. 


BUSINESS ENGLISH 


Unit 3: Where is my 


calculator? 


notepad 
trashcan 

Jar 

you look 
briefcase lost 
What's the matter? 
copy room 
calculator 
stairs 

there 

lounge 


anything else 


Look at the picture. Write the correct 
answers. 


vending machine 
folder 
convenience store 
bookshelf 
security guard 
stapler 
stand 
paperclip 
Jandmark 
drawer 
destination 
Security guard 


BUSINESS ENGLISH 


nversation 1 


Practice it with your partner the following 
« 
® 
Sect Sunmin, | noed some halp 
saron What’ the matter? 
eet Where is my calculator? 
sure Hmm. Your caloulator is on your desk 
Seett Oh, right. There tis. Tanks a ot. 
surme_ there anything else? 
scot! Um, yes. Whereis my folder? 
Surmn_ It's on the bookshelf, There is. 


Expand Your Knowledge 1 


Ask and answer questions about 
location like this: 


A is/are (preposition) B. 


(UREA EIET GMs A The book is on the bookshelf. 
Q Where is the book? 


Q Where is the stapler? 
Q Where are the pencils? 


A The stapler is in front of the 
telephone. 
A The pencils are next to the 


Where are the paperclips? laptop. 
= ; . desk 


moe vette wie 
| Ez zs 
/ N 


BUSINESS ENGLISH 


